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Document Purpose

The Commonwealth of Pennsylvania Department of Banking and Securities (DOBS) has launched a DOBS

Portal to allow for Non-Depository institutions to apply for licenses and update their information. This
document is to provide the steps on how to use the DOBS Portal.

DOBS Portal Information

The DOBS Portal can be accessed in Chrome or Microsoft Edge using the URL provided below:

https://www.portal.dobs.pa.gv/

Access and User Authentication

The DOBS Portal uses Keystone authentication which is used across other Commonwealth of Pennsylvania

websites. The user will need to create a Keystone Login Account in order to proceed with using the DOBS

Portal. An email address is required by the DOBS Portal when creating the Keystone Login Account.

The DOBS Portal uses multifactor authentication (MFA). A 6 digit token will be sent to the email address

you registered with Keystone Login.

This document does not include any Keystone related documentation, but links are available on the log-

in screen for additional references.

EOBS Port’al

flicial Pennsylvania

A Keystone Login account is required to access the DoBS Portal. If you have not already done so, create a
Keystone Login account and log in below.

Browser Recommendation: Google Chrome
+ Create a Keystone Login Account

* Please note: The first t that

Keystone Login Help Desk

DoBs Portal Support

Re ;

For resources a port visit this site.

DoBS Portal Keystone Support
Use your Key Login and to y: Login Help Desk Number: 877-328-0995
Login
Keystone Login Help Desk Email:
2 e com
Register
]

Forgot Username?

Having trouble registering?
Powered by

Now available: Unlock your Keystone Login account with

KEYSTONE LOGIN a Go to the Key Login portal,

log in, and select Edit Account to add an email address.

Learn more about Keystone Login

DoBS Portal

T2 an Official Pennsylvania G e

A Keystone Login account is required to access the DoBS Portal. If you have not already done so, create a
Keystone Login account and log in below.

Browser Recommendation: Google Chrome
« Create a Keystone Login Account

« Please note: The first time that you log in you will be directed to a registration page

establish your profile.

Keystone Login Help Desk

DoBS Portal Support

For resources which includes DoBS Portal User Guides and Frequently Asked Questions
DoBS Portal Keystone Support
A6 digit code has been sent to your registered email Keystone Login Help Desk Number: 877-326-0995
jurM@G......m. Please enter the code here and click
'Validate'. The code is valid only for 20 minutes. Keystone Login Help Desk Email:
KeystoneLogi m
Register

Resend Code Forgot Username?

Forgot Password?
Powered by

KEYSTONE LOGIN

Having trouble registering?

Now available: Unlock your Keystone Login account with
a one-time passcode. Go to the Keystone Login portal ,

Learn'more about Keystone Login log in, and select Edit Account to add an email address.

PA Department of Banking and Securities Confidential Information
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Program Selection

The DOBS Portal will be used by the different programs underneath the Department of Banking and
Securities. Once a user has logged-in successfully, the user will be prompted to select the Program that
they want to interact with. This document is focused on the Non-Depository program so selecting Non-
Depository would allow the user to proceed.

Fj Self-Service  Program Selection DoBS Portal

wilg) 2
&
Non-Depository

Licensi ent,
complianc
non-banking

| ¥

Depository

Corp Finance

Non-Depository Dashboard
The Non-Depository Dashboard will show the Pending Tasks, My Entities and Draft License Applications
associated with the user.

DoBS Portal

Non-Depository
Pending Tasks

-
My Entities

Draft License Applications

raft Applications Sta

. _________________________________________________________________________________________________________________________________________________________|]
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General - Navigation

The DOBS Portal allows the user to navigate through different screens using 2 ways. The user can either
click the name of the tab on the left or click on the [Previous] / [Next] buttons at the bottom of the screen.
The tab that the user is currently in will also have a different background color.

Home

Identification Locations
Please provide the following information about all locations assocaited with licenses which will be applied for this entity.
N Add Location
Entity Officers

No Locations Provided

Books and Records

Affirmation

General - Save

The DOBS Portal allows the user to save information without submitting it for processing. This allows the
user to enter the information and go back at a later time to complete it and submit. The [Save] button is
available at various screens in the system.

Home

Identification Locations

- Please provide the following information about all locations assocaited with licenses which will be applied for this entity.
Locations
N Add Location
Entity Officers

No Locations Provided

Books and Records

Affirmation

General - Attach File

The DOBS Portal allows the user to attach various documents and files. This is a secure way of providing
documentation to the DOBS. The [Attach File] button is available at various areas in the system.

List all types of business offered on
your website

Attach Articles of Incorporation Attach File...

Attach Operating Agreement Attach File...

Attach By-Laws Attach File...

PA Department of Banking and Securities Confidential Information Page 5
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Creating a New Entity

For institutions who have not transacted with the Department of Banking and Securities — Non-
Depository, they will need to provide information of the entity that they are associated with. The steps
below outline how an entity can be created in the DOBS Portal.

1. Onthe Non-Depository dashboard, click on the [Actions] button on right and select [Create a
New Entity].

Fs Self-Service  program Selection DoBS Portal

Non-Depository
Pending Tasks
No Pending Task

My Entities

Draft License Applications

2. On the [Create A New Entity] screen, provide all the information regarding the entity. The
[Create a New Entity] screen has 5 sections (ldentification, Locations, Entity Officers, Books and
Records, Affirmation) which will need to be filled-out. Required fields will have a * beside them.

F:i Self-Service Pro on DoBS Portal Welcome, Robert Drake  Logout
Create A New Entity Gl
Genticaton
ocations How is business organized? * v
Entiy.Qff Entity Name *
Entity Name 2
Federal ID Number *
Phone Number Phone Number Ext
Secondary Phone Number Secondary Phone Number Ext

Fax Number Fax Number Ext
Incorporation Date ] Incorporation Place v
D/B/A(S)
Company Web Address

List all types of business offered on
your website

Attach Articles of Incorporation Attach File...
Attach Operating Agreement Attach File..

Attach By-Laws [T

Legal Exception for Providing
Documents

Is this a foreign entity? Yes @ N

PA Department of Banking and Securities Confidential Information Page 6
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Note that there will be buttons on the various screens where multiple entries will be allowed.
For example, on the [Identification] section, multiple D/B/A can be added by clicking the [Add a
D/B/A] button. Subsequently, the [Remove] button will remove an entry. Any D/B/As should be
added at this time. The D/B/A can be selected at the time of license application.

D/B/A Name *

Fictitious Name Registration *

Attach File...

Registration Date Canceled Date

* Remove

The [Locations], [Entity Officers] and [Books and Records] sections also provide an ability to add
multiple entries for their respective sections. Click [Next] to advance to the next section or [Save]
to save your work and continue at a later time.

[Locations] section
Click [Add Location] to begin. There must be 1 location designated as the headquarters. The
headquarters location may or may not have a license.

**Please take note of the Country designation, it is defaulted to United States.**

Locations

Please provide the following information about all locations assocaited with licenses which will be applied for this entity.

Add Location

Headquarters [ This lecation is my headquarters.

N C“"“i‘,‘ ane location can be set as the business's headquarters.

Country * United States ~
Street Address *
City*
Zip / Postal Code * State / Province - v
*
County Out of State ~
Office Phone Number * Office Fax
Number

. _________________________________________________________________________________________________________________________________________________________|]
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[Entity Officers] section
Click [Add Officers] to begin. Click on the [Instructions] in the upper right hand corner for officer
type descriptions.

The [Add Associated License] button allows for multiple entries and the [x] button will remove
an entry.

**Please take note of the Country designation, it is defaulted to United States.**

Identification Entity Officers

Locations Please provide the following information about all officers, directors, owners, partners or members and any managers of the entity.

_ Add Entity Officer
Entity Officers

Books and Records

Affirmation

Entity Officer

Officer Type *

First Name *

Middle Name

Social Security Number *

Home Phone Number *

Title®

Last Name *

Date of Birth *

Cell Phone Number *

Remove

Email Address *

Country*
United States v

Street Address *

City*

Zip / Postal Code * State/ Province * County
~ Out of State ~
Other Associated Department of Banking and Securities Licenses

Please list below all other entities that have been licensed or are currently licensed by the Department, for
which this individual has ever been involved

Business Name License Type License Number

. _________________________________________________________________________________________________________________________________________________________|]
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[Books and Records] section
**Please take note of the Country designation, it is defaulted to United States.™*

Identification Books and Records

Locations Please provide the following information about all address where any offical books or records related to the entity are kept.

Add Books/Records Address
Entity Officers
Books and Records Books/Records Address

Affirmation

Company Name *
First Name *
Last Name *
Phone Number * Fax Number
Email
Country * United States ~

Street Address *

City *
Zip / Postal Code * State/ Province - ~
County Qut of State A
Comments

3. Once all the information regarding the entity has been entered, the user will have to affirm the
information on the [Affirmation] section and click on the [Submit] button.

When an Entity is submitted to DOBS, all information will be locked and can only be changed
using amendments in the system. Prior to submission, the user should make sure that all
information is complete, true and correct as it is subject to the penalties.

DoBS Portal

dentification Affirmation

O understand by submitting this form, | am agreeing to b

"I declare that all of my answers on this form are complete, true and correct. | make this declaration subject to the penalties of 18 PAC.S. § 4804 relating to unsworn
falsification to authorities”

PA Department of Banking and Securities Confidential Information Page 9
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4. When the [Submit] button has been clicked, the Entity can now be seen on the Non-Depository
Dashboard. This will now enable the user to submit applications, amendments and provide
access to other users. Instructions for applying for a license can be found on subsequent pages.

FS Self-Service Program Selection DoBS pofta| Welcome, Robert Drake  Logout

Non-Depository

Pending Tasks
My Entities

Entity Name Federal ID Number Status
Open
ACME Lending 45-457474T Registere

Draft License Applications

Joining an Entity
If an institution already exists in the DOBS Portal system, users are invited using a Join Code that is

received in their email. Once a Keystone log-in has been created and a user logs in to the DOBS Portal,
the user can then click on the [Actions] button then select [Join an Entity Using a Join Code].

Fj Self-Service Program Selection DoBS Portal Welcome, Robert Drake  Logout

Naon-Depository Actions =

The user will then be prompted with a screen where the Join Code can be entered.

Join an Entity

Join Code *

PA Department of Banking and Securities Confidential Information Page 10
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Accessing the Entity Dashboard

On the Non-Depository dashboard, the user can click on the Open for an entity that they are associated
with. This allows the user to view entity information as well various Entity Actions.

Fj Self-Service  Program Selection DoBS Portal Welcome, Robert Drake  Logout

Non-Depository

Pending Tasks

My Entities

Entity Name Federal D Number Status
ACME Lending 4574747

Registered

Draft License Applications

XY seirservice erogram seiection DoBS Portal

ACME Lending

Federal ID Number  Web Address

L5-45T4T4T

Home

Pending Tk

Task Name Application Type License Number  Location Assigned On Due Date

PA Department of Banking and Securities Confidential Information Page 11
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Applying for a License

The DOBS Portal enables the user to apply for a license online. The user will need to be a member of the

Entity that they are applying a license for. Note that NMLS license types are not shown on the DOBS
Portal since NMLS licenses should go through NMLS.

1. Onthe Entity dashboard, the user can click on [Entity Actions] button and select [Apply for a
License].
Fj Self-Service  Program Selection DoBS Portal

ACME Lending

Applyfor a License

Federal ID Number  Web Address

2. The [Apply for a License] screen will then be shown, and the user can select the License Type
and Location that is associated with the license. Once the entries are selected, click the [Submit]
button to initiate a license application for the selected license type. If the location is not
displayed, you will need to go back into the Entity and add the location(s).

Fj Self-Service  Program Selection DoBS Portal Welcome, Robert Drake  Logout

ACME Lending

Federal ID Number ~ Web Address

Apply for a License

For Licenses associated with branch locations, the Parent License will need to be selected.

PA Department of Banking and Securities Confidential Information Page 12
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Applying for a License - Collector Repossessor

1. After selecting “Collector Repossessor” as the License Type and the location associated with it
on the [Apply for a License] screen, the [Application for a Collector Repossessor New License]
screen will be launched. There are 2 Steps — Step 1 License and Step 2 Submit & Pay.

The form will need to be filled out and will have 4 sections — General Details, License D/B/A,
Contacts and Affirmation. Required fields will have a * beside them.

[General Details] Section
Fﬂ Self-Service  Program Selection DoBS porta| Welcome, Robert Drake  Logout

Application for a Collector Repossessor New License

Entity Name Federal ID Number  Location Web Address

* 00 =
License

General Details General Details

[License D/B/As] Section

When applying for Collector Repossessor license please select any DBA’s that will be associated
with this license by clicking the checkbox next to the appropriate name.

Application for a Collector Repossessor New License

Entity Name Federal ID Number Location Web Address
Test Entity 2 Name Change  77-7777777 295 Old Mississippi Rd -~
Hoeme Test Entity 2 Name Change

Step1 ‘! Step 2
License Submit & Pay
General Details LICGnSe D/B/AS
License D/B/As Please select applicable DVE/As
[ m] Name Fictitious Name Registration Document

PA Department of Banking and Securities Confidential Information Page 13
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[Contacts] Section

The [Copy Existing Contact] allows the user to get information that was previously entered in

the [Contacts] Section or the [Entity Officers] and copy it into the license application.
**Please take note of the Country designation, it is defaulted to United States.**

Fj Self-Service  Progr. tion DoBS Portal

Application for a Collector Repossessor New License

Entity Name Feceral ID Number  Location Web Address

ACME Lending 45-4574747 1Main St

Contacts

@ Please provide the following information about the required contact types: Licensing Contact
B Copy Existing Contact | Add Contact
firmation

2. Once all the information regarding the license application has been entered, the user will have
to affirm the information on the [Affirmation] section. The Name entered will serve as the
electronic signature. Click on the [Finalize Application and Proceed to Cart] button to proceed. If
information is missing or incomplete, the dashboard will show the tab or tabs with errors and
the missing information will be shown in red.

Ky seifservice  program seiction DoBS Portal Wekcomne Robertrase oo

Application for a Collector Repossessor New License

Entity Name Federal ID Number  Location Web Address

License

Affirmation

nter Name Below

Finalize Application and Proceed to Cart

3. [Step 2 — Submit & Pay] screen will then be launched.

When an application is submitted to DOBS, all information will be locked. Prior to submission,
the user should make sure that all information is complete, true and correct as it is subject to
the penalties.

PA Department of Banking and Securities Confidential Information Page 14
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F:i Self-Service  Program Selection DoBS Portal
Application
Entity Name Federal ID Number Location Web Address
ACME Lending T
Home | ACME Lendin
Stepl Step2
. License Submit & Day

Submit And Pay

Description Quantity Unit Price Amount

Total Amount Due

will be redirected to the secure Payeezy payment gateway for paying any outstanding fee(s). épayeezy

Submit and Proceed to Payment

When the user clicks on [Submit and Proceed to Payment], the user will be redirected to a third-
party vendor — Payeezy — where they will enter their payment information.

Once the payment goes through, the user will be redirected back to the Non-Depository

dashboard.

Applying for a License - Consumer Discount Company

1. After selecting “Consumer Discount Company” as the License Type and the location associated
with it on the [Apply for a License] screen, the [Application for a Consumer Discount Company
New License] screen will be launched. There are 2 Steps — Step 1 License and Step 2 Submit &

Pay.

The form will need to be filled out and will have 5 sections — General Details, License D/B/A,
Financial Documents, Contacts and Affirmation. Required fields will have a * beside them.

PA Department of Banking and Securities Confidential Information

Page 15



«J pennsylvania
D DEPARTMENT OF BANKING
User Guide AND SECURITIES

[General Details] Section
Application for a Consumer Discount New License

Entity Name Federal ID Number Location Web Address

Test Entity 2 Name Change  77-7T777777 295 Old Mississippi Rd -

Home Test Entity 2 Name Change

Step1 !
License Submit & Pay

General Details

Does applicant currently hold one or more consumer discount company licenses? *

Oves ONo

Financial Documents
The Department of Banking and Securities requires all applicants to provide both National Criminal History Record Information (fingerprint
wunt Company Act.

Contacts cards) and Pennsylvania Criminal Record Checks for all officers and directors as per Section 12 of the Consumer Disc
Instructions for completing all required criminal history checks [PATCH and IdentoGo) and can be found at the end of the application
Affirmation
Has any director or officer identified on this application ever been charged with, convicted of, pled guilty to, or pled nolo contendere (no
contest) to any felony offense in this Commaonwealth or anywhere else? Section 12 of the Consumer Discount Company Act. *

Oves ONo

Has any director or officer identified on this application ever been directly or indirectly, connected with any erganization in Pennsylvania or
any federal, state or municipal authority, or which had its license or registration

elsewhere which had any application for license refused
suspended, canceled or revoked by such an authority? *

Oves ONo

Hawe any legal proceedings invelving consumer protection, usury, lending, real estate, licensing violations, breach of judiciary duty, fraud or similar
ssues been instituted, continued or concluded against the licensee? *

Oves ONo
Other Associated Department of Banking and Securities Licenses

A Consumer Discount Company licensee may conduct business in any licensed
the licensee or another person unless the Department determines that the conduct of such other business has concealed evasions of the

ce of business or where angther business is conducted by
Consumer Discount Company Act.

Are there any additional business that will be operating from the location of the proposed Consumer Discount Company Licensee? *

O¥Yes OMNo

[License D/B/As] Section

When applying for Consumer Discount Company license please select any DBA’s that will be associated
with this license by clicking the checkbox next to the appropriate name.

. _________________________________________________________________________________________________________________________________________________________|]
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Application for a Consumer Discount New License

Entity Name Federal ID Number Location Web Address

Test Entity 2 Name Change 77-7777777 295 Old Mississippi Rd -

Home Test Entity 2 Name Change

Step1 2
License ! Submit & Pay
General Details License D/B/As

License D/B/As Please select applicable D/BfAs

Financial Documents

Contacts

Affirmation

[Financial Documents]

] Name Fictitious Name Registration Document

On the Financial documents page, you will need to load the initial or current financial

documents

Application for a Consumer Discount New License

Entity Name Federal ID Number Location Web Address

Test Entity 2 Name Change 77-7777777 295 Old Mississippi Rd -

Home Test Entity 2 Name Change

Step1 ! Step2
License Submit & Pay

General Details Financial Documents

The applicant corpo on for the initial consumer discount com
ou ding stock and additional paid-in capital) of $75,000
zation reguirement is increased by $25,000 (twenty-fi

s

capi ve thousand dollars) per a

Financial

Secretary of Banking and Securities.
Contacts
Please attach the initial or current financial statement in accordanc

with the following

ny license must be incorporated with @ minimum capitalization (i
nty-five thousand dollars). For additional offices, the $75,000 initial minimurm
iditional office. The minimum capital must be maintained
as permanent capital that shall not be distributed to stockholders or be repurchased by a licensee without the prior written approval of the

sued and

Affirmation 1. Statements should be prepared and signed by a certified public accountant and prepared in compliance with generally accepted

accounting principles.

The financial s ments must include, &8s a minimum
financial position, any related notes to such statemen!
Ifthe ap
aforementioned financial statements covering the most recent fis ¥
accounting peried current to within 60 days of the date of application. Ir
the same accoul g principles used to prepare the co
sident andfor chief accounting officer.

ra

-

by the applica:
4. If the applicant

applicant’s finar

statements on a consclidated and/or mbined basis to reflect the economic reality
tment's Division of Licensing at 717-787-3717.

iliated with another business entity then the ap

lance sheet, statement of income and expense, retained earnings, change of
, a5 well as other financial information which the Department may require
cant's fiscal year ends 120 days or more prior to the date of initial application, then the applicant must for

d the

nd, the interim financial staternents covering the most recent
iterim financial statements shall be constructed in compliance with
pany's annua| financial statements and shall be

tested as being true and correct

ant shall provide the aforementioned statements reflecting the
condition and operation on an unconsolidated is; and, in addition thereto, the appl

t must furnish the same

f all affiliations. If you have any questions, please

Click on the [Attach Files...] button and select the file you want to attach. You can attach as

many financial documents as needed.

PA Department of Banking and Securities Confidential Information
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[Contacts] Section

The [Copy Existing Contact] allows the user to get information that was previously entered in

the [Contacts] Section or the [Entity Officers] and copy it into the license application.
**Please take note of the Country designation, it is defaulted to United States.**

Application for a Consumer Discount New License

Entity Name Federal ID Number Location Web Address
Test Entity 2 Name Change  77-7777777 295 0ld Mississippi Rd --
Home Test Entity 2 Name Change
Step1 ! Step 2
License Submit & Pay
General Details COW[EICTS
Please provide the following information about the required contact types: Licensing Contact, Examination Contact, Compliance Contact,

License D/B/As
= Consumer Services Contact, Billing Contact

Financial Documents - hd Copy Existing Contact Add Contact

Contacts

Affirmation

2. Once all the information regarding the license application has been entered, the user will have
to affirm the information on the [Affirmation] section. The Name entered will serve as the
electronic signature. Click on the [Finalize Application and Proceed to Cart] button to proceed.

Q Application for a Consumer Discount New License
|

Entity Name Federal ID Number Location Web Address
| Test Entity 2 Name Change  77-7777777 295 Old Mississippi Rd -
Home Test Entity 2 Name Change

tep 1 ! Step 2
License Submit & Pay

General Details Afﬂfmatlor‘l

I

01 understand by submitting this Consumer
| am agreeing to

Discount Company Application
be bound by the following declaration: "1
to the p

License D/BlAs

e that all of my answers on this License Application are complete, true and

correct. | make this de B8 § 4904 relating to unsworn falsification to authorities” *

Financial Documents

| sttest that 1 h d and unde

and the following (click each for link):

Contacts 1. Consumer Discount Comparny Act

i

bt
H
{
Finalize Application and Proceed to Cart

3. [Step 2 — Submit & Pay] screen will then be launched.
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When an application is submitted to DOBS, all information will be locked. Prior to submission,

the user should make sure that all information is complete, true and correct as it is subject to
the penalties.

FS Self-Service  Program Selection DoBS portal Welcome, Robert Drake  Logout
Application

Entity Name Federal ID Number  Location Web Address

ACME Lending

Home | ACME Lending

‘ Step -E Step2
License Submit & Pay

Submit And Pay

Description Quantity Unit Price Amount

Application Fee
Total Amount Due

J will be redirected 1o the secure Payeezy payment gateway for paying any outstanding fee(s). ~ Payeezy.
=

Submit and Proceed to Payment

When the user clicks on [Submit and Proceed to Payment], the user will be redirected to a third-
party vendor — Payeezy — where they will enter their payment information.

Once the payment goes through, the user will be redirected back to the Non-Depository
dashboard.

Applying for a License - Consumer Discount Company
Branch

1. After selecting “Consumer Discount Company Branch” as the License Type and the location
associated with it on the [Apply for a License] screen, the [Application for a Consumer Discount
Company Branch New License] screen will be launched. Consumer Discount Company Branch

license requires the selection of a [Parent License] There are 2 Steps — Step 1 License and Step 2
Submit & Pay.
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Test Entity 2 Name Change

Federal ID Number Web Address

Home Test Entity 2 Name Change
Apply for a License
License Type * Consumer Discount Company Branch

Parent License *

Reguired when a branch license

primary license or pending license application must b

Location *

The form will need to be filled out and will have 6 sections — General Details, License D/B/A,
Financial Documents, Branch Manager, Contacts and Affirmation. Required fields will have a *
beside them.
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[General Details] Section
Application for a Consumer Discount Branch New License

Entity Name Federal ID Number Location Web Address

Test Entity 2 Name Change  77-7777777 295 Old Mississippi Rd -

Home Test Entity 2 Name Change

Step1 ‘!
License Submit & Pay

General Details

Does applicant currently hold one or more consumer discount company licenses? *

Oves ORNo

Financial Documents

The Department of Banking and Securities requires all applicants to provide both National Criminal History Record Information (fingerprint
cards) and Pennsylvania Criminal Record Checks for all officers and directors as per Section 12 of the Consumer Discount Company Act.
Instructions for completing all required criminal history checks [PATCH and ldentoGo) and can be found at the end of the application.

Branch Manager

Contacts
Has any director or officer identified on this application e
contest) to any felony offense in this Commonwealth or any

Oves ORNo

r been charged with, convicted of, pled guilty to, or pled nolo contendere {no

AfFirmation
Affirmation vhere else? Section 12 of the Consumer Discount Company Act. *

Has any director or officer identified on this application ever been directly or indirectl
elsewhere which had any application for license refuse ny federal, state or muni
suspended, canceled or revoked by such an authority? *

Oves OMNo

,, connected with any crganizaticn in Pennsylvania or
pal authority, or which had its license or registration

Have any legal proceedings involving consumer protection, usury, lending, real estate, licensing violations, breach of judiciary duty, fraud or similar
ssues been instituted, continued or concluded against the licensee? *
Cves ORNo
Other Associated Department of Banking and Securities Licenses
A Consumer Discount Company licensee may conduct business in any licensed place of business or where another business is conducted by
the licensee or another person unless the Department determines that the conduct of such other business has concealed evasions of the

Consumer Discount Company Act.

Are there any additional business that will be operating from the location of the proposed Consumer Discount Company Licenses? *
OvYes OMNo

[License D/B/As] Section

When applying for Consumer Discount Company Branch license please select any DBA’s that will be
associated with this license by clicking the checkbox next to the appropriate name.
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Application for a Consumer Discount Branch New License

Entity Name Federal ID Number Location Web Address

Test Entity 2 Name Change  77-7777777 295 Old Mississippi Rd -

Home Test Entity 2 Name Change / Application for a Consumer Discount Branch New Lice

Ceneral Details

License

Financial Documents

Branch Manager

Contacts

Affirmation

D2

E Submit & Pay

License D/B/As

Please select applicable OVB/As

(] Name Fictitious Name Registration Document

[Financial Documents]

On the Financial documents page, you will need to load the initial or current financial

documents

Application for a Consumer Discount Branch New License

Entity Name Federal ID Number Location Web Address
Test Entity 2 Name Change 77-7777777 295 Old Mississippi Rd -

Home Test Entity 2 Name Change /| Ap ation for a Consumer Discount Branch New Lice

General Details

Branch Manager

Contacts

Affirmation

PA Department of Banking and Securities Confidential Information

2

! Submit & Pay

Financial Documents

The applicant corporation for the initial consumer discount company license must be incorporated with @ minimum capitalization (issued and
out: ding stock and additional paid-in ¢ al) of $75,000 [seventy-five thousand dollars). For additional offices, the $75,000 in minimum
capi tion requirement is increased by $25,000 (twenty-five thousand dollars) per additional office. The minimum capital must be maintained
as permanent capital that shall not be distributed to stockholders or be repurchased by a licensee without the pricr written approval of the

Secretary of Banking and Securities,
Please attach the initial or current financial statement in accordance with the following:

1. Statements should be prepared and signed by a certified public accountant and prepared in compliance with generally accepted
accounting principles.

The financial statements must include, as a minimum, a balance sheet, statement of income and expense, retained earnings, change of
al information which the Department may reguire.

the

[

iy related notes to such statements, as well as other fina

3. If the applicant’s fiscal ends 120 days or more prior to the date of initial application, then the applicant must for
aforementioned financial statements covering the most recent fiscal year; and, the interim financial statements covering the most recent
accounting period current to within 60 days of the date of application. Interim financial statements shall be constructed in compliance with

financial position, &

the same accounting principles used to prepare the company's annual financial statements and shall be attested as being true and correct
by the applicant’s president and/or chief accounting officer.
4. If the applicant is affilisted with another business entity then the applicant shall provide the aferementioned staterments reflecting the
cant’s financial condition and operation on an unconsolidated s; and, in addition thereto, the applicant must furnish the same
ements on a conselidated and/or combined basis to reflect the econemic reality of all affilistions. If you have any questions, please
contact the Department's Division of Licensing at 717-787-3717.

Attach Files.
= =
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Click on the [Attach Files...] button and select the file you want to attach. You can attach as
many financial documents as needed.

[Branch Manager] Section

Complete the Branch Manager form and Click [Next] to move to Contacts
**Please take note of the Country designation, it is defaulted to United States.**

Application for a Consumer Discount Branch New License

Entity Name Federal ID Number Location Web Address

Test Entity 2 Narr

Step1 ! Step 2
License Submit & Pay

General Detals Branch Manager
= A First Name * Last Name *
ense D/B/As
Financial Documents
Middle Name
s o
ui

Social Security Number * Date of Birth *
Home Phone Number * Cell Phone Number *
Email Address *

Country *

United States

Street Address *

City*

Zip / Postal Code * State / Province * County *

[Contacts] Section

The [Copy Existing Contact] allows the user to get information that was previously entered in

the [Contacts] Section or the [Entity Officers] and copy it into the license application.
**Please take note of the Country designation, it is defaulted to United States.**

. _________________________________________________________________________________________________________________________________________________________|]
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Application for a Consumer Discount Branch New License

Entity Name Federal ID Number Location Web Address
Test Entity 2 Mame Change  77-7777777 295 Old Mississippi Rd
Home Test Entity 2 Name Change
Step1 ! Ak
License Submit & Pay

General Details COI’]TECTS

Please provide the following information about the required contact types: Lieensing Contact, Examination Contact, Compliance Contact,
Consumer Services Contact, Billing Contact

Financial Documents . i Copy Existing Contact Add Contact

Branch Manager

License DV/B/As

Contacts

Affirmation

2. Once all the information regarding the license application has been entered, the user will have
to affirm the information on the [Affirmation] section. The Name entered will serve as the
electronic signature. Click on the [Finalize Application and Proceed to Cart] button to proceed.

| Application for a Consumer Discount Branch New License
|

Entity Name Federal ID Number Location Web Address

Test Entity 2 Name Change  77-7777777 295 Old Mississippi Rd

Home Test Entity 2 Name Change

Step1 ‘E Step 2
License Submit & Pay

General Details Afﬁrmathn

01 understand by submitting this Consumer Discount Company Application:
| am agreeing to be bound by fol hat all of my answers on this License Application are complete, true and
correct. | make this rat subject to the penalties of 18 P

License D/B/As

aration "l decla

. o N 4904 relating to unsworn falsification to authorities” *
Financial Documents
| attest that | have unde nd the following (click eacl rlink):

Branch Manager 1. Consumer Discount Company Act

Enter Name Below

Finalize Application and Proceed to Cart

cts

Affirmation

3. [Step 2 — Submit & Pay] screen will then be launched.

When an application is submitted to DOBS, all information will be locked. Prior to submission,
the user should make sure that all information is complete, true and correct as it is subject to
the penalties.

. _________________________________________________________________________________________________________________________________________________________|]
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L 4

F:i Self-Service Program Selection DoBS portal Welcome, Robert Drake  Logout

Application

Entity Name Federal ID Number  Location Web Address

ACME Lending

Home / ACME Lendiny

* Step 1 Step2
License ! Submit & Pay

Submit And Pay

Description Quantity Unit Price Amount

Total Amount Due

y outstanding fee(s) ~ Payeezy.

Submit and Proceed to Payment

When the user clicks on [Submit and Proceed to Payment], the user will be redirected to a third-
party vendor — Payeezy — where they will enter their payment information.

Once the payment goes through, the user will be redirected back to the Non-Depository
dashboard.

Applying for a License - Credit Services Loan Broker

1. After selecting “Credit Services Loan Broker” as the License Type and the location associated
with it on the [Apply for a License] screen, the [Application for a Credit Services Loan Broker

New License] screen will be launched. There are 2 Steps — Step 1 License and Step 2 Submit &
Pay.

The form will need to be filled out and will have 5 sections — General Details, License DBA’s,
Agents, Lenders, Contacts and Affirmation. Required fields will have a * beside them.

[General Details] section

DoBS Portal

Application for a Credit Services Loan Broker New License

Entity Name: Federal ID Number  Location Web Address

ACME Lending

General Details

List the types of loan broker services offered to consumer by the loan broker. *

PA Department of Banking and Securities Confidential Information Page 25
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[License D/B/As] Section

When applying for Credit Services Loan Broker registration please select any DBA’s that will be
associated with this license by clicking the checkbox next to the appropriate name.

Application for a Credit Services Loan Broker New License

Entity Name Federal ID Number Location Web Address
Test Entity 2 Name Change  77-7777777 295 Old Mississippi Rd -
Horne Test Entity 2 Name Change
Step1 ! Step 2
License Submit & Pay
General Details LICE!nSe D/B/AS
License D/B/As Please select applicable O/B/AS
Agents [m] Name Fictitious Name Registration Document

ui)

Lenders

[Agents] section

Application for a Credit Services Loan Broker New License

Entity Name Federal ID Number  Location Web Address
Test Entity 55-5555555 21 Main St www thereisntone.com
Hol st ENtity
Step1 ! Step 2
License Submit & Pay

General Details Agents

Identify names and addresses of all agents and employees of the loan broker who act or will act as a loan broker on behalf of the loan broker. Section 8(d)

License D/B/As

Add Agent
Agents

Lenders
Contacts

Affirmation

You can add one or more agents by clicking on the [Add Agent] button and then completing the
add agent form for each of them.
**Please take note of the Country designation, it is defaulted to United States.**

. _________________________________________________________________________________________________________________________________________________________|]
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[Lenders] section

Application for a Credit Services Loan Broker New License

Entity Name Federal ID Number  Location Web Address
Test Entity 55-5555555 21 Main st www.thereisntone.com
Home / Test Entity
SEA Step 2
License Submit & Pay
Genenal Detals Lenders
List the name, address, and telephone number of all loan brokers or lenders on who behalf the applicant acts or will act

License D/8/As
Add Lender
Agents

Lenders

You can add one or more lenders by clicking on the [Add Lender] button and then completing
the add lender form for each of them.
**Please take note of the Country designation, it is defaulted to United States.™*
General Details Lenders

Identify names and addresse:

Section 8(d)

Agents Add Lender
IEH%HIIIIIIIIIIIIIIII
l%iﬁﬁ'

w
9,
o
o

[+]
o
=]
P
i
o

snd employees of the loan broker who act or will act as a loan broker on behalf of the loan broker.

Lender

Full Name *

Phone Number Fax Number

Email Address *

Country *

United States w

Street Address *

City *

Zip [ Postal Code * State / Province * County *
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[Contacts] Section

The [Copy Existing Contact] allows the user to get information that was previously entered in
the [Contacts] Section or the [Entity Officers] and copy it into the license application.
**Please take note of the Country designation, it is defaulted to United States.**

Fj Self-Service  Program Sefection DoBS Portal

Application for a Credit Services Loan Broker New License

Entity Name Federal ID Number  Location Web Address

Home | ACME Lending

Step1 !
License

a1 Details Contacts

provide the following information about

— Please pro ontact types: Licens ntact
B Copy Existing Contact | Add Contact
e

2. Once all the information regarding the license application has been entered, the user will have
to affirm the information on the [Affirmation] section. The Name entered will serve as the
electronic signature. Click on the [Finalize Application and Proceed to Cart] button to proceed.

K serrsenvice  sregrom seecion DoBS Portal

Application for a Credit Services Loan Broker New License

Entity Name Federal IDNumber  Location Web Address

Finalize Application and Proceed to Cart

3. [Step 2 — Submit & Pay] screen will then be launched.

When an application is submitted to DOBS, all information will be locked. Prior to submission,
the user should make sure that all information is complete, true and correct as it is subject to
the penalties.

. _________________________________________________________________________________________________________________________________________________________|]
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“.5 Self-Service  Program Selection DoBS Portal Welcome, Robert Drake  Logout
Application

ACME Lending

Home / ACME Lendiny

Step1

Step2
License ! Submit & Pay

Submit And Pay

Description Quantity Unit Price Amount

Application Fee

Total Amount Due

e redirected to the secure Payeezy payment gateway for paying any outstanding fee(s) éPayeezy

Submit and Proceed to Payment

When the user clicks on [Submit and Proceed to Payment], the user will be redirected to a third-
party vendor — Payeezy — where they will enter their payment information.

Once the payment goes through, the user will be redirected back to the Non-Depository
dashboard.
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Applying for a License - Instalilment Seller

1. After selecting “Installment Seller” as the License Type and the location associated with it on the
[Apply for a License] screen, the [Application for an Installment Seller New License] screen will
be launched. There are 2 Steps — Step 1 License and Step 2 Submit & Pay.

The form will need to be filled out and will have 4 sections — General Details, License DBA's,
Contacts and Affirmation. Required fields will have a * beside them.

[General Details] section

Application for a Installment Seller New License

Entity Name Federal ID Number Location Web Address
Test Entity 2 Name Change 77-7777777 295 Old Mississippi Rd
Home Test Entity 2 Name Change

Stepl
License

General Detat

Dealer Id

found at the end of application.

Within the past ten (10) years, h
plea of

Oves ONo

Do you provide or arrange financing for Manufactured Homes? *

Oves OnNeo

Has the applicant, as shown in Question #1, entered into any installment sale contracts prior to applying for an Installment Seller license? *
Oves OnNe

censing violations, breach of judiciary duty, fraud or similar

[License D/B/As] Section
When applying for Installment Seller license please select any DBA’s that will be associated with

this license by clicking the checkbox next to the appropriate name.
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Application for a Installment Seller New License
Entity Name Federal ID Number Location Web Address
Test Entity 2 Marme Change  77-7777777 295 0ld Mississippi Rd -

Home Test Entity 2 Name Change

Step1 Step 2

! Submit & Pay

GCeneral Details LICGHSG D/B/AS
Please select applicable D/Bfas

Contacts (] Name Fictitious Name Registration Decument

Affirmation Er o D/B/A re

[Contacts] Section

The [Copy Existing Contact] allows the user to get information that was previously entered in
the [Contacts] Section or the [Entity Officers] and copy it into the license application.
**Please take note of the Country designation, it is defaulted to United States.**

DoBS Portal Welcome, Robert Drake  Logout

Application for a Installment Seller New License

Federal ID Number  Location Web Address

Contacts

Please provide the following information about the required contact types: Licensing Contact

B4 Copy Existing Contact

. _________________________________________________________________________________________________________________________________________________________|]
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2. Once all the information regarding the license application has been entered, the user will have
to affirm the information on the [Affirmation] section. The Name entered will serve as the
electronic signature. Click on the [Finalize Application and Proceed to Cart] button to proceed.

3

FJ Self-Service Program Selection DoBS Portal Welcome, Robert Drake  Logout

Application for a Installment Seller New License

Entity Name Federal ID Number Location Web Address
ACME Lending 45-45THILT Main St
Home / ACME Lending

Step1

License mit & f

Affirmation

O une

e that all of my

C.5.§ 4904 relating 1o

nstallment Seller Application: | am agreeing 1o be b
true and mak

Enter Name Below

Finalize Application and Proceed to Cart

4. [Step 2 —Submit & Pay] screen will then be launched.

When an application is submitted to DOBS, all information will be locked. Prior to submission,
the user should make sure that all information is complete, true and correct as it is subject to
the penalties.

FS Self-Service  Program Selection DoBS portal Welcome, Robert Drake  Logout
Application
Entity Name Federal ID Number  Location Web Address

nding 45-45T4THT

-E Step2
Submit & Pay

Submit And Pay

Description Quantity Unit Price Amount

Total Amount Due

ill be redirected to the secure Payeezy payment gateway for paying any outstanding feefs) éPayeezy

Submit and Proceed to Payment

When the user clicks on [Submit and Proceed to Payment], the user will be redirected to a third-
party vendor — Payeezy — where they will enter their payment information.

Once the payment goes through, the user will be redirected back to the Non-Depository
dashboard.
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Applying for a License - Retail Grocery Store Check Casher

1. After selecting “Retail Grocery Store Check Casher” as the License Type and the location
associated with it on the [Apply for a License] screen, the [Application for a Retail Grocery Store
Check Casher New License] screen will be launched. There are 2 Steps — Step 1 License and Step
2 Submit & Pay.

The form will need to be filled out and will have 4 sections — General Details, License DBA’s,
Contacts and Affirmation. Required fields will have a * beside them.

[General Details] section

Application for a Retail Grocery Store Check Casher New License

Entity Name Federal ID Number Location Web Address
Test Entity 2 Name Change  77-7777777 295 0ld Mississippi Rd -
Home / Test Entity 2 Name Change

Step1 ‘! S 2
License Submit & Pay

General Detais

cense D/B/As Are you a Retail Food Store li gi as a food ishment as defined in Section 2 of the
I Food Act (P.L. 421, No 70)7 *
cts Oves OmNo
Affirmaticn Are you a Retail Food Store licensed/registered as a public eating or drinking place as defined in
Section 1 of the Public Eating and Drink Place Law (P.L. 926, No. 369)? *
Oves OmNo

Gross Income Revenue for the last calendar year. *

$

Total Gross Revenue for cashing checks for the last calendar year. *
£
Have any legal proceedings involving consumer protection, usury, lending, real estate, licensing violations, breach of judiciary duty, fraud or

similar issues been instituted, continued or concluded against the licensee? *

Oves OMNo

[License D/B/As] Section

When applying for Retail Grocery Store Check Casher license please select any DBA’s that will be
associated with this license by clicking the checkbox next to the appropriate name.
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Application for a Retail Grocery Store Check Casher New License

User Guide

Entity Name Federal ID Number Location Web Address
Test Entity 2 Name Change  77-7777777 295 Old Mississippi Rd -~
Home Test Entity 2 Name Change
Step1 Step2
License E Submit & Pay
General Details LICGHS@ D/B/AS
License D/B/As Please select applicable O/B/as
Fontacts (m] Name Fictitious Name Registration Document
Entity has no DYB/A registrations

Affirmation

[Contacts] Section

The [Copy Existing Contact] allows the user to get information that was previously entered in

the [Contacts] Section or the [Entity Officers] and copy it into the license application.
**Please take note of the Country designation, it is defaulted to United States.**

DoBS Portal

Application for a Retail Grocery Store Check Casher New License

Entity Name Federal ID Number  Location Web Address

ACME Lending

Step

License Submit & Pay

Contacts

Dlgase provide the following information about the required contact types: Licensing Contact, Examination Contact, Compliance Contact, Consumer
Services Contact, Billing Contact

B Copy Existing Contact

. _________________________________________________________________________________________________________________________________________________________|]
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2. Once all the information regarding the license application has been entered, the user will have
to affirm the information on the [Affirmation] section. The Name entered will serve as the
electronic signature. Click on the [Finalize Application and Proceed to Cart] button to proceed.

Fj Self-Service  Program Selection DoBS Portal Welcome, Robert Drake  Logout
Application for a Retail Grocery Store Check Casher New License
Entity Name Federal ID Number Location Web Address

E Lending 45-45T4T4T

ME Lend
Step1 -E
License

General Details Affirmation

Enter Name Below

Finalize Application and Proceed to Cart

4. [Step 2 —Submit & Pay] screen will then be launched.

When an application is submitted to DOBS, all information will be locked. Prior to submission,

the user should make sure that all information is complete, true and correct as it is subject to
the penalties.

F:? Self-Service  Program Selection DoBS portal Welcome, Robert Drake  Logout

Application

Entity Name Federal ID Number  Location Web Address

ACME Lending £5-457474]

Home / ACME

* Ste; Step2
License ! Submit & Pay

Submit And Pay

Description Quantity Unit Price Amoeunt

Total Amount Due

J will be rediirected to the secure Payeezy payment gateway for paying any outstanding fee(s. ~ Payeezy.
=

Submit and Proceed to Payment

When the user clicks on [Submit and Proceed to Payment], the user will be redirected to a third-
party vendor — Payeezy — where they will enter their payment information.

Once the payment goes through, the user will be redirected back to the Non-Depository
dashboard.
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Applying for a License - Retail Grocery Store Check Casher
Branch

The process to apply for a Branch license is the same as the Retail Grocery Store Check Casher
license except you will need to provide a Parent License and a Branch Manager.

Applying for a License - Sales Finance

1. After selecting “Sales Finance” as the License Type and the location associated with it on the
[Apply for a License] screen, the [Application for a Sales Finance New License] screen will be
launched. There are 2 Steps — Step 1 License and Step 2 Submit & Pay.

The form will need to be filled out and will have 4 sections — General Details, License DBA’s,
Contacts and Affirmation. Required fields will have a * beside them.

[General Details] section

Fg Self-Service  Program Selectior DoBS Portal

Application for a Sales Finance Company New License

Entity Name Federal ID Number  Location Web Address

CME Le:

‘ Stepl
License

General Details General Details

[License D/B/As] Section

When applying for Sales Finance license please select any DBA’s that will be associated with this
license by clicking the checkbox next to the appropriate name.

. _________________________________________________________________________________________________________________________________________________________|]
PA Department of Banking and Securities Confidential Information Page 36



«J pennsylvania
) DEPARTMENT OF BANKING
User Guide AND SECURITIES

| Application for a Sales Finance Company New License

| Entity Name Federal ID Number Location Web Address

| Test Entity 2 Name Change 77-7777777 2950Id Mississippi Rd -
Home Test Entity 2 Name Change
Step1 'E Step 2
License Submit & Pay
Ceneral Detalls LICEHSG D/B/AS
License D/B/As Please select applicable D/B/As
| contacts m] Name Fictitious Name Registration Document
Entity has no DYB/A registrations
Affirmatio -

[Contacts] Section

The [Copy Existing Contact] allows the user to get information that was previously entered in
the [Contacts] Section or the [Entity Officers] and copy it into the license application.
**Please take note of the Country designation, it is defaulted to United States.™*

Fﬂ Self-Service  Program Selection DoBS Portal

Application for a Sales Finance Company New License

Entity Name Federal ID Number  Location Web Address

ACME Lending 45-4574747

vl Déki Contacts

c = Please provide the following information about the required contact types: Licensing Contact, Examination Contact, Compliance Contact, Consumer
- Services Contact, Billing Contact

Affirmatior M Copy Existing Contact

. _________________________________________________________________________________________________________________________________________________________|]
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2. Once all the information regarding the license application has been entered, the user will have
to affirm the information on the [Affirmation] section. The Name entered will serve as the
electronic signature. Click on the [Finalize Application and Proceed to Cart] button to proceed.

DoBS Portal Welcome, Robert Drake  Lagout

Application for a Sales Finance Company New License

Entity Name Federal ID Number  Location Web Address

ACME Lending 45457474

Contact
Affirmation

Enter Name Below

Finalize Application and Proceed to Cart

3. [Step 2 — Submit & Pay] screen will then be launched.

When an application is submitted to DOBS, all information will be locked. Prior to submission,
the user should make sure that all information is complete, true and correct as it is subject to
the penalties.

Fj Self-Service  Program Selection DoBS portal Welcome, Robert Drake  Logout

Application

Entity Name Federal ID Number  Location Web Address

ACME Lending

Home / ACME Lending

Ster
‘ License Submit & Pay

Submit And Pay

Description Quantity Unit Price Ameunt

Total Amount Due

ill be redirected to the secure Payeezy payment gateway for paying any outstanding fee(s). _.,’:Payeezy

You will be
Submit and Proceed to Payment

When the user clicks on [Submit and Proceed to Payment], the user will be redirected to a third-
party vendor — Payeezy — where they will enter their payment information.

Once the payment goes through, the user will be redirected back to the Non-Depository
dashboard.
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Viewing Applications
The DOBS Portal enables the user to view the status of the application. On the Entity Dashboard, the
user can go to the [Active Applications] section to see the status of an existing application.

| Test Entity 2 Name Change
|

Federal ID Number Web Address

T

Pending Tasis Active Applications

Active Applications

dentification

Application Number Application Type Application Status Date Submitted
View Withdraw
coas License Contacts Amendment In-Progress 10/15/2020 09:42 am

Withdraw License Applications
The DoBS Portal will allow a user to withdraw and active application by clicking the [Withdraw] button
on the application they wish to withdraw.

You will need to give a reason for the withdrawal and confirm by click on [Withdraw Application]

Withdraw Application
Withdraw
Reason *
e
Withdraw Application
s |

. _________________________________________________________________________________________________________________________________________________________|]
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Discard License Applications

The DOBS Portal enables the user to discard a saved application. On the Non-Depository Dashboard, the
user can go to the [Draft License Applications] section and click on the [Discard] button.

¥y seirservice program seiection DoBS Portal

Non-Depository
Pending Tasks

My Entities

Entity Name Federal ID Number Status

ACME Lending

Draft License Applications

Entity Name Federal ID Number Application Type Las

ACME Lending 454574747
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Accessing License Information

The DOBS Portal enables the user to view license information as well as retrieve a copy of the License
Certificate. On the Entity Dashboard, the user can go to the [Locations] section and on the Location and
License, click on the [Open] button.

Fj self-Service  Program Selection DoBS porta| Welcome, Robert Drake  Logout

ACME Lending

Federal ID Number ~ Web Address

45-4574747

Penaing Tacke Locations

License Number Status

Fax - nstalment Seller 2 Approved 2

Address 1 Main St

The user will then be presented with the License screen. The user can click on the
[license_certificate.pdf] to download the certificate.

Fj Self-Service  Program Selection DoBS Portal Welcomne, Robert Drake  Logout
ACME Lending

i License Type License Number  Status Original License Date
License

Collector Repossessor 1 Approved  08/27/2020

Home / ACME Lending

General nformaton

License Type  Collector Repossessor
License Number 1
Status  Approved

Original Issue Date 08/27/2020

Original License Number
NMLS Entity ID

NMLS Transition Date
SAP Account Number

ofBfas) Name Fictitious Name Registration Document

Location 1 Main St

License Certificate

Effective Date 08

NextExam Date Mot Scheduled
License Histo
Y staws Effective Date ~

Approved 08/27/2020 0317 pm

. _________________________________________________________________________________________________________________________________________________________|]
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Surrendering A License

The DOBS Portal enables the user to surrender the license. On the Entity Dashboard, the user can go to
the [Locations] section and on the Location and License, click on the [Open] button.

Click on [License Actions] in the upper right hand corner. Select [Surrender License].

Welcome, John Test

Apply to Edit Branch Manager

Apply to Edit Contacts
Apply to Edit Address

Surrender License

Complete the requested information and any required documents.

Surrender License

Effective Date of Surrender *

Reason for license surrender *

Upload attachments

Licenses to Surrender: *

Affirmation *

PA Department of Banking and Securities Confidential Information

Please Attach the following information on the status of each loan to Pennsylvania consumers that are outstanding
-Name of C
- Consumel

and telephone number
- Current Apj Status

- Loan Number

- Amount of Loan

- Contact infermation for applicable lender with who each loan will be placed

- Date loan will be resolved
Autach Files...
O License # 31- 21 Main St

declaration: "Il declare that all of
renalties of 18 PAC.S. § 4904

O understand by submitting this Surrender License Application: | am agreeing to be bound by the followi
iis License Application are complete, true and correct. | make this declaration subject to tt
unsworn falsification to authorities" *

Enter Name Below
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Apply to Add/Edit/Remove a Contact

The DoBS portal will allow you to apply to edit, add or remove a contact for a licensed location. This can
be done from the [License] screen

On the Entity Dashboard, the user can go to the [Locations] section and on the Location and License,
click on the [Open] button.

Click on [License Actions] in the upper right hand corner. Select [Apply to Edit Contacts].

Welcome, John Test  Logout

Apply to Edit Branch Manager

Apply to Edit Contacts
Apply to Edit Address

[Contacts] Section
The [Remove] allows the user the remove the existing contact.
The [Copy Existing Contact] allows the user to get information that was previously entered in
the [Contacts] Section or the [Entity Officers] and copy it into the license application.

**Please take note of the Country designation, it is defaulted to United States.**

Apply to Edit Contacts

Please provide the following information about the required contact types: Licensing Contact, ination Contact, C i Contact, C Services Contact, Billing Contact

- [—

Contact Type * Title *

2illing Contact v President

After all additions/changes have been completed you will need to affirm to the edits by clicking on the
[Affirmation] checkbox and then entering your name.

Click [Submit] to send your request to DoBS for review.
The application will be reviewed by DoBS and a response will be sent once a decision has been made.
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Document Upload

Upload any other relevant documents

Attach Files..

Affirmation *
O 1 understand by submitting this License Contacts Change Application: | am agreeing to be bound by the following declaration: "I declare that all of my answers on this License Application are
complete, true and correct. | make this declaration subject to the penalties of 18 PACS. § 4904 relating to unsworn falsification to authorities *

Enter Name Below

Accessing Entity Officers
The DoBS portal will allow you to apply to edit/remove an officer for an entity. This can be done from
the [Entity Officer] screen.

Test Entity 2 Name Change

Federal ID Number Web Address

[
Home
Panding Tasks Entity Officers
First Name Last Name Email Residential Address E!App\y To Edit
seymoers Beaches sdick@pa.gov 17 N 2nd St
Harrisburg, PA17101
Home Phone Number Cell Phone Number Title Officer Type
444-355-1478 4445331478 President Control Person
First Name Last Name Email Residential Address E.’App\y To Edit
Buffy Summers sdick@pa.gov 17 N 2nd St
Harrisburg, PAT7101
Home Phone Number Cell Phone Number Title Officer Type
444-555-1478 444-555-1478 Vice President Control Person

Apply to Edit Entity Officer
(& Apply To Edit
To Edit/Remove an entity officer click on next to the officer you want to work on.
Please note: Do Not use the edit function to add a new officer.
To remove the officer, click on the [Officer is being removed] and click [Submit].

To edit the officer, make necessary changes to the screen and then click [Submit].

. _________________________________________________________________________________________________________________________________________________________|]
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Test Entity 2 Name Change
Federal ID Number Web Address
Apply to Edit Officer
Please provide the following information about the officer, director, owner, partners, member or manager of the entity

Entity Officer

Effective Date of Change *
[ Officer is being removed

=

Officer Type * Title *

Contral Person v President
First Name * Last Name *

Seymore Beaches
Middle Name
Social Security Number * Date of Birth *

Y a8
Home Phone Number * Cell Phone Number *

444-555-1478 4445551478
Email Address *

Bioa oov

After all additions/changes have been completed you will need to affirm the information by clicking on
the [Affirmation] checkbox and then entering your name.

Click [Submit] to send your request to DoBS for review.

The application will be reviewed by DoBS and a response will be sent once a decision has been made.

Apply Add an Entity Officer

The Portal gives you the ability to add an new officer by clicking on the [Entity Actions] button and then
selecting [Apply to Add an Officer] from the dropdown menu.

Apply for a License

Apply to Edit Name
Aoply to Add An Officer

Apply to Edit Books and Records Locations

Add Location

. _________________________________________________________________________________________________________________________________________________________|]
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After the new officer has been added you will need to affirm to the edits by clicking on the [Affirmation]
checkbox and then entering your name. If needed, please complete all criminal history requirements.

Click [Submit] to send your request to DoBS for review.

The application will be reviewed by DoBS and a response will be sent once a decision has been made.

Accessing Entity Books and Records

The DoBS portal will allow you to apply to edit/remove an Books and Records for an entity. This can be
done from the [Books and Records] screen.

Test Entity 2 Name Change

Federal ID Number Web Address

Panding Tasks Entity Officers
First Name Last Name Email E!App\y To Edit
seymoers Beaches sdick@pa.gov
Harrisburg, PA17101
Home Phone Number Cell Phone Number Title Officer Type
444-355-1478 4445331478 President Control Person
First Name Last Name Email E!App\y To Edit
Buffy Summers sdick@pa.gov
User Management

Home Phone Number Cell Phone Number Title Officer Type

444-555-1478 444-5551478 Vice President Control Person

Apply to Edit Entity Books and Records

To Edit/Remove and entity Books and click on the [Entity Actions] button and select [Apply to Edit Books
and Records] from the drop down menu.

i = - H
ApDplyTor a License

Apply to Edit Name
Aoply to Add An Officer

Apply to Edit Books and Records Locations

Add Location
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On the Apply to Edit the Books and Records Locations screen you have 3 options, you can edit the
existing information, create a new books and records or remove the books and record.

Add a new Books and Record.

Click on [Add Books/Records Address] then complete the information

Apply to Edit Books and Records Locations

& Click Here to Download Application Instructions

Please provide the following information about all address where any offical books or records related to the entity are kept.

Add Books/Records Address
Books/Records Address

Company Name * CT Corporation Systems
First Name MiA
Last Name N/A
Phone Number * B888-888-8888 Fax Number
Email sdick@pa.gov
Country * United States ~
Street Address * 17 Pine 5t
City * Harrisburg
Zip / Postal Code * 7 State / PA v
Province *
County Daughin v
Comments

Affirmation

cords Locations Change Application: | am agr

true and correct. | make this declarati

Enter Name Below

To remove the Books and Record click on the [Remove] button
To edit the Books and Records make necessary changes to the screen

After all additions/changes have been completed you will need to affirm to the edits by clicking on the
[Affirmation] checkbox and then entering your name.

Click [Submit] to send your request to DoBS for review.

The application will be reviewed by DoBS and a response will be sent once a decision has been made.
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Apply to Edit Entity Name

The portal will allow you to apply to change the entity name. This can be done by clicking on
[Identification] tap and then clicking on [Entity Actions]. Select [Apply to Edit Name] from the drop
down menu.

Complete the Apply to Edit Name information, complete the affirmation and click [Submit] to send the
application to DoBS for review.

Test Entity 2 Name Change

Federal ID Number Web Address

Home Test Entity 2 Name Change

Apply to Edit Name

Do you wish to update Entity ® Yes O No
Name?

New Entity Name *
Attach Articles of Incorporation Attach File.-
Attach Operating Agreement Attach File..

Attach By-Laws Attach File.-

Do you wish to update Entity @® ves O Mo

DBAs?
* Current DBAs DBA Name Fictitious Name Registration Registratio... Cancelled.. Delete
Entity has no current DBAs
No New DBAs
Effective Date of Change * =]

Affirmation * O 1 understand by submitting this Entity Name Change Application: | am agreeing to be bound by the

following declaration: "l dec that all of my answers on this License Application are compl ue and
correct. | make this declaration subject to the penalties of 18 PA.C.5. § 4304 relating to unsworn falsification to
authorities" *

Enter Name Below
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Apply to Add or Remove Entity DBA

The portal will allow you to apply to add or remove a fictitious name (DBA). This can be done by clicking
on [Identification] tap and then clicking on [Entity Actions]. Select [Apply to Edit Name] from the drop
down menu. Scroll to the bottom of the page to [Do you wish to update Entity DBAs?] and change the
answer to [Yes].

Do you wish to update Entity DBAs? ® Yes (O No

To Add a new DBA

Click [Add a New DBA]. Enter the DBA name, attach the fictitious name registration from the
Pennsylvania Department of State and the date the DBA was approved for use. You can add multiple
DBAs by clicking the [Add a New DBA] button again.

New DBAs Add a New DBA

D/B/A Name *

Test DBA2

Fictitious Name Registration *

B test 2 attachment.docx (47 KB) x
Registration Date Canceled Date
0310/2022 = =

% Remove

NDoctiment [ nload

To Remove a DBA
Find the DBA you wish to remove and check the box under [Delete].
Do you wish to update Entity DBAs? @ Yes (O No
Current DBAs DBA Name Fictitious Name Registration Registration D... Cancelled Date Delete
Test DBA B ceyoredocx 03/02/2022 -

Complete the Effective Date of Change and the Affirmation and click [Submit] to send the application to
DoBS for review.
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Apply to Edit Entity Address

The portal will allow you to apply to change the entity address. This can be done by clicking on [Add
Location]. There must be 1 location designated as the headquarters. You can change the headquarters
location by checking [This location is my headquarters]. Click [Submit].

**Please take note of the Country designation, it is defaulted to United States.**
Locations

Please provide the following information about all locations assocaited with licenses which will be applied for this entity.

Add Location

Headquarters [ This location is my headquarters.

*Only one locati n be set as the business’s headg el
Country * United States ~
Street Address *
City *
Zip / Postal Code * State / Province v
*
County Out of State -
Office Phone Number * Office Fax
Number

Click on the [Locations] tab. Click [Open] next to the license number that is to be moved to the new
address. Click on [License Actions][Apply to Edit Address]
Charmed Used Cars

License Type License Number  Status original License Date

License

nstalment Seller 23 Approved  T113/2020

dome | Charmed

[T R— General Information
o License Type

License Number 23
satin| Approves

D/B/A(s) Name Fictitious Name Registration Document

Location 154

License Certificate

Next Exam Date  Not Scheduled
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Select the new location address from the drop-down box, the effective date of the address change, and
complete the affirmation and click [Submit] to send the application to DoBS for review.

Pending Tasks

The DOBS Portal enables the user to respond to tasks that have been assigned to them by the
Department. The tasks can be related to licensing, examination or compliance. Whenever a task is
assigned to the Entity, the user will be able to see it on the Non-Depository dashboard — Pending Tasks
section.

Fj Self-Service  Program Selection DoBS Portal Welcome, Robert Drake  Logout

Non-Depository

Pending Tasks

Task Name License Type Entity Name License Number Location Assigned On Open
Submit New License Application Sales Finance ACME Lending - 1 Main St 09/01/2020 0319 pm
My Entities
Entity Name Federal ID Number Status -
Open
ACME Lending 45-45T4T4T Registered

Draft License Applications

Entity Name Federal ID Number Application Type

Consumer Discount New License

ACME Lending 45457474

The details of the task will be shown once the user clicks on the [Open] button.

Fj Self-Service  Program Selection DoBS Portal Welcome, Robert Drake  Logout

Non-Depository

Pending Tasks

Task Name License Type Entity Name License Number Location Assigned On Open
TMainSt 09/01/2020 0319 pm

Submit New License Application Sales Finance ACME Lending

. _________________________________________________________________________________________________________________________________________________________|]
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If the task is related to a license application, the original application form submitted will be opened with
the Review comments from the Department shown.
DoBS Portal me, Robert Drake

fied on this application ever been convicted of, p!
viction to any felony in this Commonwealth or anywl

r agent pleaded guilty to
L 1se} or

The user can then make changes to the application and submit it back to the Department similar to how
they filled-out the application form initially.

. _________________________________________________________________________________________________________________________________________________________|]
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Prepare Examination Materials and Loan Logs/Provide Exam

Verification or Follow-up

The DOBS Portal enables the user to submit documents and information to the Department for their
examinations. The Pending Tasks area on the Non-Depository Dashboard will show any task that is
assigned for the user to work on.

1. On the Non-Depository dashboard, the user can click on the [Open] button for the task
associated with the Exam.

Fj Self-Service Program Selection DoBS porta| Welcome, Robert Drake  Logout

Non-Depository
Pending Tasks

Task Name License Type Entity Name License Number Location Assigned On G

Prepare Examination Materials Collector Repossessor ACME Lending 1 1 Main St 09/02/2020 1158 am

2. If the task name is Prepare Examination Materials or Prepare Loan Logs, the Prepare
Examination Materials / Prepare Loan Logs screen will show for the user to provide documents
and information on.

Note that the requested exam information will be different depending on various factors. The
screenshot below is meant as an example of how the screen will look like and it may be different
than the one the user will be shown.

DoBS Portal

Prepare Examination Materials

Exam Number Exam Status  Entity Name Federal ID Number  License Number  License Type

eam scheduied Date [
fy that | have read the set-up letter (sent via ema:

Setup Letter Verification

Add Attachment

Document

Document
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3. If the task name is Provide Exam Verification or Follow-up, the Provide Exam Verification or
Follow-up screen will show for the user to provide additional information that the Department is

requesting.

User Guide

The Examiner Feedback shows the details of what needs to be provided while the Examiner
Supporting Documents will have documents available for download.

¥ sersenice moansecion DoBS Portal

Provide Exam Verification or Followup

Exam Number  Exam Entity Name Federal IDNumber  License Number  Lices

ACME Lending

Examiner Feedback [

Examiner Supporting Documents Document Type

Entity Response *

Entity Documents Add Attachment

Document Document Type

4. Once all the requested exam information has been provided and attached, the user will then
click on the [Submit] button. The task will then be removed from the Pending Tasks on the Non-

Depository dashboard.

User Management
The DOBS Portal enables the user to provide other users access to their entity. On the Entity screen, the
User Management tab will show all users that have access to the entity.

The Authorized Users section lists all users that currently have access to the entity and have logged-in to
the DOBS Portal. The Invited Users section lists all users that have been invited to have access but have

not logged-in to the DOBS Portal.
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L 4

Fj Self-Service  Program Selection DoBS Portal Welcome, Robert Drake  Logout

ACME Lending

Federal ID Number  Web Address

Home
Pending Tasks User Management
Authorized Users

jentification First Name Last Name Email Access Level
Robert Drake drakecmm@gmailcom Administratos

Ent Office First Name Last Name Email Access Level
Y Manage User
Pau Hepler deollier@c20g.com Administrator

Invited Users

Access Levels
There are 3 Access Levels on the DOBS Portal
e Administrator
o The Administrator have access to submit any type of application as well as provide
access to other users
e Manager
o The Manager have access to submit any type of application
e Viewer
o The Viewer have access to view information but NOT submit any type of application

Invite User to Join Entity

When a user clicks on the [Invite User to Join Entity] they will provide the First Name, Last Name, Email
Address and Access Level for the user they are trying to add. A Join Code is then sent to the individual
added that will be used to add them to the Entity

nvite a User to Join ACME Lending

First Name *
Last Name *
Email Address *

Access Level * - A

Manage User
Administrators are allowed to change the access levels of other users as well as revoke access. This can

be done by clicking on the [Manage User] button.
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Fj Self-Service Program Selection DoBS Portal Welcome, Robert Drake

ACME Lending

Federal ID Number ~ Web Address

45-4574747

Ham:
Pending Tasks User Management
Ac cions Authorized Users
jentification First Name Last Name Email Access Level
Robert Drake drake.crmi@gmailcom Administrat
Loca
Entity Officere First Name Last Name Email Access Level

Paul Hepler deollier@c20g.com Administrator
Books and Records

No Invited Users

The user record will then be shown where they can change the access level or revoke access.

F. Self-Service  Program Selection DoBS Portal Welcome, Robert Drake
ACME Lending

Federal ID Number ~ Web Address

Home | ACME Lending

Manage User - Paul Hepler

User Details
First Name Paul

Last Name

Email

Entity Privileges Revok

e User Access

y future

Access Level Administrator v

Revoke access for Paul Hepler
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